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19 June 196k
% . _ All Ares Records Officers. JU/ Wf

From : Oaief, Records Mninistration Staff/IDS
Subject: PForms Management Workshop

1. A Yorms Workshop, specificslly tailorsd for CIA Reccrds
Officers will be given in the neer fataww. This Wordsdhiop which
deals vith the CIA Forms Progra: will be conducted by | STAT
[ | e w31 atecuss those subjocts that you need to kuow STAT
o 8o 2 good Forms Job for your component. Typrioal of the topios
0 be discussed are:

© a. Wy e CIA Porns Program.

" b. How does the OIA progran work.

.@e What 80 OIA forms cost.
a_._ How to g a form priuted. .
e.. Ave you doing a good job in Forus Memgenent.

2. m»‘mum,wmnmmmmaoi&_
componente 16 schefuled for 0930, 30 Jwe 1964 in Boon IB-7, Headquarters.

IDI, UDF, DDSAT and DCY Recands Officers will be notified wvhen the
Vorkshop ie scheluled for them.

3. This Vorkshop has besn deve for your bemefit. I look

foruard to seeing you.

STAT
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II,', ©oaat
ATTENDANCE AT FORMS WORKSHOP
TUESDAY, 30 JUNE 1964

ROOM 1E-T78 @ 9:30
SR/S 2;,,% STAT

Cormio oP STAT
Commo COMPT.
0s Commo
GTR RAS
MS RAS
Fofk K KKK KKK KRR
The following members of the Records Administration Staff
attended the FORMS MANAGEMENT WORKSHOP (informsl group) on 12 June
0930, 5th Floor, 1010 16th St.
STAT
STAT
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